IMMEDIATE JOB OPENING
PARTTIME ADMINISTRATIVE ASSISTANT

The Imani Community Church is a Christ centered, intentionally cross-cultural church so all employees are must respect and be compatible to this vision and the gospel of Jesus Christ in both behavior and lifestyle and to be welcoming to all persons in completing their duties. Administrative Assistant will help in office as directed by pastor. Tasks assigned will be adjusted to match weekly hours.

Weekly Duties – Major Focus  The administrative assistant's weekly duties include 
· Preparing, copying, emailing worship services documents; preparing weekly PowerPoint presentation, other materials for audio and video presentations, 
· Notifying church members, officers peer churches and community leaders of pending documents; 
· Copying written documents, CDs, cassettes audio materials; preparing pastoral weekly folder including prayer cards, prayer requests, music plan, announcements, flyers, lyrics sheets. 
· Prepare correspondence for postal mail: visitor letters, new members. 
· Prepare materials for U.S. Postal bulk mail, labels, sorting by zip code.
· Other administrative support: Answer telephone; prepare messages, email correspondence.
· Project completion using Microsoft suites: Word, Power Point, Publisher, Excel and Outlook, QuickBooks data entry, Pinnacle, Premiere, Final-Cut, Adobe suites. Maintain volunteer information.
· Prepare/email Laity scripture, prayer notification
· Complete projects using ConstantContact.com online marketing announce.
· Church council meeting preparation of agendas; information gathering minutes notation, transcription, document prep for distribution.
· Preparations for baptisms, managing couples and wedding logs and files for the pastor, organizing special events-Holy Week Service, Easter, Christmas, women’s conferences, assisting team leaders
· Clean work area.
REQUIRED SKILLS:
1. Welcoming and invitational to all persons, promoting a professional, friendly office atmosphere, a reflection of ICC. Can interact effectively with a diverse range of people.
2. Self-motivated, able to work independently and able to multi-task.
3. Has strong interpersonal communication skills, speaking and simple writing skill.
4. Proficient in using Microsoft Word, Power Point, Publisher, Excel and Outlook. Background in or learn QuickBooks data entry.
5. Knowledgeable in use of or learn Access data base software.
6. Proficient in Constant contact e-blast internet tool, telemarketing demographics, bulk postal mail.
7. Set-up and maintain Food Pantry people interface and management
8. Texas child abuse and criminal history clearances.

EDUCATION/EXPERIENCE: College, church administration or a gifted high school student.

PAY PERIODS:  Must submit employment application. Obtain daily signature on and submit timesheet. Check will be mailed weekly to your home 7 days after submitting timesheet. Two week non-paid trial

TO APPLY:  Click “For Members” at imanichurch.com, for the employment application. Submit resume and completed application promptly to: info@imanichurch.com 

This position is part-time, approximately 15-20 hours/week. Available immediately. Work hours are:  Tuesday, Wednesday or Thursday Noon to 6PM
Imani Community Church – Imani Complex
11800 Mustang Chase
Austin, TX 78727
Note: If using postal mail, please mail items to the 11800 Mustang Chase address ONLY
